UNITED STATES DEPARTMENT OF AGRICULTURE _
Farm Service Agency Notice INFO-66
Washington, DC 20250

For: State and County Offices

GovDelivery Newsletter Administration, Marketing, and E-Mail Subscription Acquisition Process
Approved by: Acting Administrator

1 Overview
A Background

Obsolete Notice INFO-48:

e affirmed the high priority of communicating information to producers in a timely and
efficient manner

e estimated the extremely high costs to reach the 1.4 million producers who participate in
FSA programs through a printed and bulk-mailed newsletter

e introduced the concept of an electronic news distribution system through GovDelivery, in
2 phases

e instructed State Offices to encourage producers to volunteer e-mail addresses and cell
numbers, and establish GovDelivery training in a timely manner.

Obsolete Notice INFO-51 provided:

e instructions and guidance for developing GovDelivery capabilities for State and County
Offices

e encouragement to solicit producer e-mail addresses
e actions to be taken.
Obsolete Notice INFO-55 provided:

e summary of roles and responsibilities for GovDelivery administrative and content
provider team members at the National, State, and County Office levels

e an overview of document types for distribution through GovDelivery

e instructions for transferring e-mail addresses from SCIMS to GovDelivery.

Disposal Date Distribution

April 1, 2015 State Offices; State Offices relay to County Offices
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Notice INFO-66
1 Overview (Continued)
B Purpose
This notice provides the following:

e summary of roles and responsibilities for GovDelivery administrative and content
provider team members at the National, State, and County Office levels

e review of document types to be distributed by State and County Offices through
GovDelivery

o revised directives for State and County Office distribution of newsletters and bulletins;
such as, frequency, content, etc.

e approval for establishing backup topic administrators for all counties in all States
e exhibits for revised templates and forms

e examples of the updated marketing materials that will assist State and County Offices in
marketing GovDelivery to all potential subscribers

e proper use of the revised AD-2047 for gathering producer e-mail addresses for the
purpose of GovDelivery, similar producer, and/or farm-specific correspondence issued
electronically.

C Contacts

If a County Office topic level GovDelivery administrator has questions about this notice,
they must contact their State Office group level GovDelivery administrator.

If a State Office group level GovDelivery administrator has questions about this notice,
they must contact 1 of the following:

e Brenda Carlson, OEA, lead Public Affairs Specialist, by either of the following:

e e-mail to brenda.carlson@tx.usda.gov
e telephone at 979-680-5213

e Cassie Bable, OEA, Public Affairs Specialist, by either of the following:

e e-mail to cassie.bable@tx.usda.gov
e telephone at 806-659-3036, Ext. 115

e Web Services Office (WSO) by e-mail to askfsa@usda.gov.

Issues that remain unresolved at the regional level will be elevated to the National Office,
OEA, and WSO.
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Notice INFO-66

1 Overview (Continued)

D WebTA Coding for GovDelivery Activities

WebTA coding for GovDelivery activities are as follows:

e Program — Common
e Activity — External Affairs (EXTAFF).

Roles and Responsibilities for Administrators/Content Providers

A Definitions
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The following subparagraphs define the formal “roles and responsibilities” associated with
employees who are designated GovDelivery account holders. The titles of “Topic
Administrator”, “Group Administrator”, and “Account Administrator” were established by
the GovDelivery vendor and denote levels of permissions within the GovDelivery system
granted to account holders. Likewise, the term “Content Provider” may be used as a general
reference to any individual who has a GovDelivery account and is responsible for providing
newsletter, bulletin, or related content. All account holders are familiar with the “titles”
associated with their account permissions.

Topic Administrator (County Level)

At the County Office topic level, administrators (also referred to as county content providers)
will have access to the OEA SharePoint site’s GovDelivery tools and training where program
updates, tutorials, and monthly e-mail address databases are posted. Each county will have a
primary topic administrator and a designated backup topic administrator. Topic
administrators are required to perform several communication functions related to
GovDelivery, including:

e creating bulletins and welcome e-mails from templates and materials provided

e distributing bulletins and welcome e-mails to GovDelivery subscribers who have signed
up for their county information

e maintaining their subscriber list in GovDelivery by loading new subscribers monthly
from the OEA SharePoint site’s “GovDelivery” section

Note: See paragraph 5 on the method to load subscribers.

o effectively marketing free GovDelivery subscriptions to agricultural producers to increase
the distribution base.

Note: Marketing the use of GovDelivery to FSA stakeholders is a responsibility of all
FSA employees and is not the sole responsibility of the County Office topic level
GovDelivery administrator.
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Notice INFO-66
2 Roles and Responsibilities for Administrators/Content Providers (Continued)
C Group Administrator (State Level)
At the State Office level, group administrators will:

e have access to the OEA SharePoint site’s GovDelivery tools and training
e provide management and oversight of and for the County Office level topic providers.

Group administrators have access to all County Office topic level GovDelivery
administrative pages for their respective State. Group administrators will also create and
distribute Statewide publications and bulletins. Each State will have a primary group
administrator and a designated backup group administrator. Typical duties include:

e creating a Statewide, monthly newsletter from templates and materials provided

e monitoring and evaluating output to ensure proper GovDelivery usage, with special
emphasis on adherence to standard templates to ensure uniformity and compliance with
USDA and FSA visual standards

e monthly monitoring and evaluating the import of e-mail addresses from SCIMS to the
topic level subscriber lists to ensure prompt additions of newly loaded e-mail addresses
from the SCIMS lists available on the OEA SharePoint site

e ensuring that all new subscribers receive the welcome e-mail promptly

e ensuring that topic administrators receive proper training to perform their local
publication functions properly

e working with State web directors and State communications coordinators, when the
communications coordinator and web directors are not also the GovDelivery group
administrator, to post news releases of Statewide significance to the State web page under
the “State News Releases” section of the web site.

Note: This will ensure that news releases are issued to subscribers who have elected to
receive news releases through GovDelivery as news releases posted to the State
web site are automatically distributed to GovDelivery subscribers based on their
self-elected subscription preferences.
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Notice INFO-66

2 Roles and Responsibilities for Administrators/Content Providers (Continued)

D Account Administrators (National Level OEA and WSO Staff)

At the National Office level, account administrators have access to all group and topic level
administrative pages in GovDelivery. Account administrators work with regional, group, and
topic level administrators, the GovDelivery system vendor, WSO, and OCIO to accomplish
the following:

9-10-14

evaluate progress and effectiveness of results in GovDelivery electronic communication
ensure that GovDelivery and IT resources work efficiently
implement improvements, as needed

troubleshoot problems and coordinate resolutions with the GovDelivery vendor and/or
WSO

manage account holder and subscriber related issues

generate user reports and related data

manage the OEA GovDelivery SharePoint site for GovDelivery account holders
oversee group administrators to ensure proper usage of information technology (IT)
resources, including downloading SCIMS e-mail addresses from OEA SharePoint,
sending welcome e-mails promptly, and properly adhering to newsletter and bulletin
templates and other frequency and naming standards

ensure that State Office group administrators and topic administrators receive proper

training to perform their local publication functions properly and conduct or coordinate
regional training periodically, as necessary.
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Notice INFO-66

Basic GovDelivery Welcome E-Mail, Newsletter, and Bulletin Communication Materials

A “Welcome to GovDelivery” E-Mail
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All GovDelivery correspondence must have the county name listed in the “Subject” line
along with the purpose of the document; such as, “Welcome to Jones County GovDelivery”,
“Illinois FSA May Newsletter”, and “Madison County COC Election Notice”. Detailed
instructions can be found in the GovDelivery Training Guide located on the OEA SharePoint
site under “GovDelivery”.

When producers or other interested parties sign up to receive State or County Office
information through GovDelivery by completing AD-2047, those e-mail addresses are loaded
into the SCIMS database. The OEA SharePoint SCIMS e-mail download will capture newly
loaded and recently revised e-mail addresses on a monthly basis, on or around the 15th of
each month. The County Office topic level administrator will then follow proper procedure
for importing e-mail addresses into GovDelivery.

The welcome bulletin will be sent immediately (to new subscribers) following the SCIMS
e-mail download and GovDelivery import each month. The welcome bulletin will confirm
the free subscription to GovDelivery and provide a link for subscribers to manage their
subscription to add or delete subscriptions by State, county, or specific topic. There is no
limit on the number of topic selections the subscriber can make.

Producers and others will also subscribe to GovDelivery on their own through FSA web sites
and from marketing materials. Self-subscribers may or may not have SCIMS records, but
they will receive the welcome bulletin.

Welcome bulletins must be sent by the County Office topic level administrator as soon as
possible after a new import of subscribers is performed.

Note: Proper recipient filter settings should be used to ensure that only new subscribers
receive the welcome bulletins each month. Instructions are:

e |ocated in the GovDelivery Guide provided to GovDelivery topic administrators
during national OEA training

e available on the OEA GovDelivery SharePoint site.
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Notice INFO-66

3 Basic GovDelivery Welcome E-Mail, Newsletter, and Bulletin Communication Materials
(Continued)

A

9-10-14

“Welcome to GovDelivery” E-Mail (Continued)

The following template must be used by County Office topic level administrators for their
“Welcome to GovDelivery” e-mail. It is available in the GovDelivery Create Advanced

Template.

“Month 2013

USDA
= |

WELCOME TO GOVDELI

This block is locked.

[VIEW_THIS]]

Welcome to GovDelivery —
FSA's Electronic News and Newsletter Service

“Farmers and Ranchers in MAME County now have a more efficient timehy option for receiving important
Farm Service Agency (F5A) program eligibility reguirements, deadlines and relsted information.

Wig are now offering free online communications throwgh our Gow Deliveny electronic news service.
Mews will now be sent via e-mail right to your home or farm office or to your Smartphone — affording you
immediste notification of farm program news pertinent to your agricultural aperation.

By managing your GovDelivery online account, you can establish yowr subscriber preferences by
choosing to receive federal farm program information by topic, by state andfor by county. ou can
select 35 many subscriber options 35 you want...

Manage subscriber preferences at the following link:

SUBSCRIBER SERVICES:
Manzge Prefersnces

Gow Delivery is your one-stop shop for the most up-to-date USDA program information.

GowDeliveny will enable us to kesp you better informed AMD allow us to conssrve resources and reduce
tapayer expenses sssocisted with the preparation, printing and distribution of hardoopy newslettars,

Thank you for subscribing to FSAs GovDelivery slectronic news sarvice.

'il;huestinns?
Flease contact CED Mame, County Executive Director, at (000 3001000, £
Farm Loans, plesse contact FLM Mame, Farm Loan Manager, at (000 M0-0000 £

USDA is an equal opportunity provider and employer. To file a complaint of discrimination, write: USDA,
Dffice of the Assistant Secretary for Civil Rights, Office of Adjudication, 1400 Independance Ave., SW,
Washington, DC 20Z250-3410 or call (B58) 632-3352 (Toll-free Customer Service), (800) 877-8335 {Local or
Federal relay), (855) 377-8042 (Relay woice ussrs).
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Notice INFO-66

3 Basic GovDelivery Welcome E-Mail, Newsletter, and Bulletin Communication Materials
(Continued)

B GovDelivery E-Mail Newsletter

Historically, County Office staff created and mailed a newsletter monthly, quarterly, or less

frequently, to agricultural producers as maintained in a County Office mailing list. The new
GovDelivery newsletter compliments the expensive and time-consuming publication with a

more efficient and dramatically less costly electronic option.

The FSA GovDelivery newsletter provides essential program dates, deadlines, and details to
agricultural producers instantaneously on a monthly basis. The newsletter should be used to
provide USDA and FSA information. Brief statements about sister agency and partnering
outreach organization programs or events in which FSA plays a prominent role (sponsoring,
hosting, presenting, etc.) may occasionally be included in monthly GovDelivery newsletters.
Information promoting commercial entities and their products, services, or events must not
be included in any GovDelivery correspondence. If group administrators are uncertain about
including information about an entity outside of FSA or USDA, they must seek guidance
and/or approval from an OEA account manager before publishing.

GovDelivery newsletters should be e-mailed once a month by the State Office group
administrator to all subscribers. GovDelivery newsletters must be comprised of ho more
than 4 to 10 articles. These articles will be general in scope and will not include
county-specific details, such as crop certification deadlines.

Note: In an effort to reduce the number of e-mails received by our subscribers who operate
in multiple counties and/or States, County Office topic level administrators will no
longer send monthly newsletters. All monthly newsletters will be handled out of the
State Office by the State Office group administrator. Topic administrators will, from
this point forward, use GovDelivery bulletins only. See subsequent notices in
subparagraph 1 A.

e The GovDelivery “Newsletter” template must be used as formatted, including fonts and
typeface.

e Group administrators will, for the most part, use suggested monthly newsletter articles
provided to the States by OEA in the monthly newsletter compilation.

e State Office-issued monthly newsletters must include at least two FLP articles.
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Notice INFO-66

3 Basic GovDelivery Welcome E-Mail, Newsletter, and Bulletin Communication Materials
(Continued)

B GovDelivery E-Mail Newsletter (Continued)

e Under the “State FSA Updates” topic, providers must insert a table of contents. The
“Table of Contents” function in GovDelivery creates hyperlinks to each article listed in
the body of the newsletter allowing subscribers to “jump” to each article of interest
without having to scroll through the entire document. The table of contents is required in
all monthly newsletters. The tutorial for creating a table of contents can be found on the
GovDelivery SharePoint site.

e To obtain proper spacing and minimize white space, users must create single space text
blocks by using the “Shift+Enter” keystroke according to training and related tutorial.
The “Return/Enter” key in GovDelivery default is a double space.

e Except in extenuating circumstances, and with OEA approval, PDF and JPG files must
not be attached to and/or issued through GovDelivery.

e According to Notice AO-1579, a link to a posted PDF file identifying all COC meeting
dates and times or projected dates and times will be included in the left sidebar of all
State Office-issued newsletters. OEA will work with group administrators and WSO to
establish these reference documents and related web links.

e To ensure a quality product, group administrators must preview a draft or send a test of
all newsletters and/or bulletins before issuing to subscribers.

e All newsletters and/or bulletins issued by group administrators must include the State
Office name in the “Subject” line and include a subject title that will “hook” the
subscriber encouraging the subscriber to open and read the bulletin contents.

e PDF versions of all State Office-issued newsletters will be posted and archived on the

State web site in the “Newsletters” section accessible to web users in the left-hand
navigation menu.
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Notice INFO-66

3 Basic GovDelivery Welcome E-Mail, Newsletter, and Bulletin Communication Materials
(Continued)

B GovDelivery E-Mail Newsletter (Continued)

9-10-14

The following is the required GovDelivery “Newsletter” template that must be used by State

Office group administrators. It is available in GovDelivery.

May 2014
LISDA,
=1

NEWSLETTE

Hawing rouble wiswing thizs emall? Mew £a5 2 Web oags

AEGUIARED: Incert Tabis of Contonts Hare

State (Name) FSA Updates

Stabte (Mams] F3A OfMce Heading 1 Here

Simed Address Hens Asmann conseciehr lecthus sad fous soulls of commoos lguls Iscnls

City, Exsle Z1P Phasskes Handt, forior rhoncus digrissim fermenbem, f=iis dul fxucbus
l=cius, quis molesie mefus erai guis eo. Pelieniesgue frabEant morbd

Frtomes: X0 -0 ristigue senectus o netus ©f malesuads fames ac s spestas. Ebam

Franes B vuiputshs mperdiet dul, suscipit =ulsTod Ty placerat sy Sulsgus =u
pOritinr ercs. I onSeguat, SE fon OMarE Sodaies, Massy et feuglat
amte id Bncidunt MagRa turpls LT rpis. L nec pelianbesgue =0, Amnssn

Etats Exsouties Dirsotor Conmacistur lechus sed fsus. Eoulls Ut cormrmodo Bgula acinia. Frassiius

Mame biandn, bortor ronous dignissies fermarsam, feis dul Taucbus eohes

guis molestis metes et quis ko
State Commities Esmbsrs:
Mames)

Heading 2 Here

For local FEA senvios cener oontact

Iforration, pleass Vst M Consechehur lecius. sad fsus Boulls of cormmaoco liguts [scinis

poMces so mgoy usdatoratoraon Phassilus biandt, iorior rhoncues dignissim fermenbem, feiis dul fsacboes
l=chus, quis moieste metus arad guis o, PaliEmtesgue Fabisnt mok
ristigaee senechus =t nehus = malesuada fames: ac hupls epesias. Elam
wvaiputshe mpendist dul, SusOpit sulsTod ST pRacerat S QuisQuE 2U
poriifior ercs. In consequat, =K mon omare sodales, massa sk feuwplal
amie; i Snddunt magra turpls. uE urpls. LR nec pelienbesgue leo. Asnsan
oonsecietur lechus sed fsus Boals Ut commodo Bpula Bonia. Frassiius
bésndiE, oo rhonous dgnissie fermenium, f=iis dul Tauchbus eches,
quis it mets st guis ko

Heading 3 Here

Amnean conseciehy eches sed fisus boudls ot comrodo Bpaia ladnia. Phasslius blandi, forfior rhoncus dignissim
ferrmerham, fels dul Taudbus eches, quis moleste mehus st guis en. Pelentesque habitant morbl Fistgue
serechus of rehrs e malesuads Tames. ac harpis spestys. Biam vuiputabs mpendied dul, susdpit eulsod amr
placerat s Crulspe = portior sns. in consequat, Sk pon omare sodaies, masss est Sswght ante; d Snodunt
rragre hapls. it krpis . Ut nec peilentssoues lan. Asresn onnsechehr arhes. sed risies isculs st oommoado Sgula
Iacinia. Phasslius Blandt, foror rhorcus dignissim fSermentas, fells dul faucibus ectus, quis molesSe mehes =rat
iquils, b=o.

Heading 4 Here

AEnEEn Conssietur s sed risus Boalls uf commodo Bpaks iscinia, Phassius banadt, torkor rhioncus dignissim
fermmenham, fels dul Taudbas echuss, quls molestie mehus st quis eo. Prlentesgue habitant morbl Fisigue
sereechus = nelus =t malesuada fames ac burpls spesias. Biam vuiputabe impendief dul, sesdpit eulsmod arma
placemt ma Calspee s portior enos. in consequnt, SE non omare sodales, masss est eugatante; d Snodent
magra hapts ot amis. Ut nec peleniesoue e, Asnean conseciehr echus. sed risws laculs st oommoce Sgula
acnia. Phassius blamdt, tortor rhoncus. dignissim fermenriam, fells dul Taucbes echus, guis moiesSe mehes erat
[=T .4 _. %

Heading 5 Here

FrclestE msts mras quis eo. Peliemesgues Fabiant mortl isbque seneches st netus & makssusda T s ac
frpls egesins. Eiam vulputate Imperdst dul, suscip® sulsmod amu placerat s Culsnque s porttior snces. In
corsegust, =i ron Gmane sodales, massy et fegist ante | Sncidunt magea humis Bt hepis. Lt nec
piemiesque . Asnean onsectefur lechis sed s laculls of commaodo liguis Iacinis. Fhaselus blandl, fotor
ronous dgnissim fermeniam, fells dul Taudbus eches, quls molestie metus eat guis o

LEEDA k= an =qual opporhunity provides and smpioyer. To Tl a compiaint of discrimination, write: LIS0DA, e of
thee Ascistant Secretary for Civll Rights, Ofice of Adudication, 1400 Independerce Ave., S, Washington, DT
ZO250-54 10 or ol (S56) SI-THEZ (ToiFnes Cusiorer Service), (S00) BETT-8339 (Local or Federsl nelay),

255 ATT-B5LZ (Fslay woloe: users)h
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Notice INFO-66

3 Basic GovDelivery Welcome E-Mail, Newsletter, and Bulletin Communication Materials
(Continued)

C GovDelivery E-Mailed Bulletins

9-10-14

County Office topic level GovDelivery administrators must take advantage of the
GovDelivery electronic communication system to create and send periodic short
informational items electronically from their desktop in a short, bulletin format.

The FSA GovDelivery bulletins provide needed information in an immediate manner to alert
producers to emergency or critical program information of great importance to their
operations. As a rule of thumb, if a County Office would have sent a postcard or direct
mailing to a producer before GovDelivery availability, then issuing a GovDelivery bulletin is
appropriate. Because topic level GovDelivery administrators will no longer issue
newsletters, bulletins will become increasingly important as they will be issued for all subject
matter that is county specific, such as COC nominations/elections, acreage reporting
deadlines, and disaster designations.

GovDelivery bulletins serve as “Hot Topic/News Flash” items that require the subscriber’s
immediate attention or announce a time-sensitive, actionable subject. County Office
bulletins must not duplicate general FSA information already issued in the monthly State
Office newsletter.

e To remain relevant to our subscribers, County Office topic administrators shall issue a
bulletin at least once each month, but not more than twice a month, and each bulletin will
contain no more than 3 articles per bulletin.

e When producing County Office bulletins, at least 1 bulletin shall include an FLP article
or reminder to emphasize FSA’s credit offerings that encourages contact with the FLP
representative.

e If abulletin is issued with 3 articles, topic administrators shall include a hyperlinked table
of contents below the bulletin headline. A quick reference tutorial for establishing a
hyperlinked table of contents is available on the OEA GovDelivery SharePoint site.

e State Office bulletins can be sent on a less frequent, as-needed or as-directed (by OEA)
basis.

e Group administrators will, for the most part, use suggested monthly newsletter/bulletin
articles provided to the States by OEA in the monthly newsletter compilation as the basis
for County Office GovDelivery bulletin notifications.

¢ Bulletins should only be sent about FSA program information or events in which FSA

will play a prominent role. Do not send stand-alone bulletins about sister agency
program information or events, unless FSA plays a prominent role.
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Notice INFO-66

3 Basic GovDelivery Welcome E-Mail, Newsletter, and Bulletin Communication Materials
(Continued)

C

9-10-14

GovDelivery E-Mailed Bulletins (Continued)

GovDelivery bulletins must not be issued to promote commercial entity products, or their
services or events.

Note: If topic administrators are uncertain about including information about an entity
outside of FSA or USDA, they must seek guidance and/or approval from the State
Office group administrator or an OEA account manager before publishing.

The revised GovDelivery “Bulletin” template must be used as formatted, including fonts
and typeface, when communicating no more than 3 important subjects (articles). All
sidebar information “fields” must be completed as indicated.

Use single spaces to obtain proper spacing and minimize white space by using the
“Shift+Enter” keystroke according to training and related tutorial. The “Return/Enter”
key in GovDelivery default is a double space.

Contact information for CED’s and FLM’s, or appropriate FLP employees who provide
loan services to producers in the respective county, must both be listed on all
GovDelivery correspondence regardless of correspondence subject matter, without
exception.

Except in extenuating circumstances, and with OEA approval, PDF and JPG files must
not be attached to and/or issued through GovDelivery.

According to Notice AO-1579, all bulletins issued at the county level will include the
upcoming COC meeting date and times or projected dates and times.

To ensure a quality product, topic administrators must preview a draft or send a test of all
bulletins before issuing to subscribers.

All bulletins issued by topic administrators must include the County Office name in the

“Subject” line and include a subject title that will “hook” the subscriber encouraging the
subscriber to open and read the bulletin contents.
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Notice INFO-66

3 Basic GovDelivery Welcome E-Mail, Newsletter, and Bulletin Communication Materials
(Continued)

C

9-10-14

GovDelivery E-Mailed Bulletins (Continued)

The following is the required GovDelivery “Bulletin” template that must be used by
GovDelivery administrators for State or County Office bulletins. It is available in
GovDelivery.

Month 2014

USDA
P

BULLETIN

Having troubla viewing thiz email? View it as 8 Wb pama.

Name County FSA Updates

Name County FSA
Office

Address Here
City, State ZIP

Phone: X0 00000
Faze DO 0000

County Executive Director:
Mame

Farm Loan Manager:
Namea

Program Technizians:
Mame

MNext County Committee
Meeting: Month X at X2
am/pm

Heading 1 Here

Asnasnconsseteturlectus sednsus iaculis Ui commedo ligula lacinia.

id leg. Agpean
consecteturlects sed nsus laculis ut commaodo liguls lacinia. Pheselus
Blandit. tortor toncus dignissim fermentum. felis duifaugibus lectus. quis
maleshe meius st qus leg.

Heading 2 Here

Aeneanconsectsturlectus sed rsus laculis ul commado ligula laginia.
Ehasslus blands, todor oncus dignizsim fermentum. felis duifaucious,

it. tortor dﬂmiﬁm@ntﬁlﬁdmmm quis
maolestie metus erstquis len.

Heading 3 Here

Aeneanconsectsturlectus sed rsus laculis ul commado ligula laginia.
Phasslus blandd, tertar mansus dignissin f2mentum, falis dul faucibus

USDA is an equal opportunity providerand employer. To file 8 complaintof discrimination, write: USDA,
Office of the Assistant Secretary for Civil Rights, Office of Adjudicstion, 1400 Independence Ave., W,
‘Washington, DC 20250-9410orcall (865 632-8892 (Tol-ree Customer Service ), (800) 877-8338 (Lol or
Federalrelay), (866) 37T-8642 (Relay voice users).
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Notice INFO-66

3 Basic GovDelivery Welcome E-Mail, Newsletter, and Bulletin Communication Materials
(Continued)

D Suggested Communications Actions to Supplement GovDelivery Electronic News
Distribution

FSA recognizes that not all of our customers will be able to benefit from electronic
communications. This is particularly true for our SDA or underserved customers who lack
access to the technology required to use GovDelivery, such as smartphones, tablets,
computers, Internet connection, etc.

To ensure that these producers continue to receive current FSA program information, State
and County Offices must implement the following or similar actions to supplement
GovDelivery electronic communications efforts:

9-10-14

print and provide copies of all GovDelivery monthly newsletters and bulletins at the FSA
counter and at the counters of sister agencies co-located in USDA Service Centers; that
is, NRCS, RD, etc.

Note: A quick-reference tutorial for printing hardcopy GovDelivery newsletters and
bulletins can be found on the OEA SharePoint site.

print and distribute copies of all GovDelivery monthly newsletters and bulletins to
locations around the county where producers gather, such as implement dealers, feed
stores, cafes, courthouses, public libraries, civic centers, etc.

Note: Black and white copies are acceptable.

ensure that e-mail addresses for primary points-of-contact for community-based
organizations, faith-based organizations, and nongovernmental organizations with whom
County Offices partner locally are loaded into the GovDelivery system

Note: Coordinate with these individuals to ensure that the members and stakeholders of
their organizations routinely receive the information through their respective
digital and nondigital communications channels.

consult with COC advisors about their suggestion for effectively reaching leaders of SDA

and underserved communities/groups and related organizations that do not receive
information electronically from FSA.
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Notice INFO-66

4 GovDelivery Marketing Materials

A Overview

9-10-14

Marketing materials have been developed to assist with distributing information about
GovDelivery for the purpose of adding agricultural producers as subscribers to the
GovDelivery news and bulletin systems. It is recommended that all State and County Offices
make these materials available in public areas to be picked up by producers. In addition,
materials should be distributed widely throughout the agricultural community through news
media, public bulletin boards, and FSA stakeholder organizations. Additional materials
including flyers, a draft news release, and a draft public service announcement that can be
provided to media to promote GovDelivery are available through the State’s GovDelivery
group administrator.

Single and Multiple GovDelivery Business Cards (Pocket-Reference Cards)

General information about GovDelivery has been formatted to fit on business cards. These
cards can be made available in public areas at State and County Offices and are especially
handy for distribution at presentations, group gatherings, or agricultural fairs. It is
recommended that each office have a minimum of 5 business cards on hand at the front desk
for distribution at all times. The following are examples of the single card and a sheet of
multiple business cards that may be obtained from the group administrator.

Farm Program News You Need.
Available When You Need It.

o Timely farm program news now available direct to
your email account or Smartphone.

o FSA’ electronic news service is free and convenient.

Subscribe at:

http://www.fsa.usda.gov/subscribe

P GovDelivery,,
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Notice INFO-66

4 GovDelivery Marketing Materials (Continued)

B Single and Multiple GovDelivery Business Cards (Pocket-Reference Cards)

9-10-14

(Continued)

Farm Program MNews Yoo Need.
Available When You Need It

» Timely farm program news now available direct to your

email account or Smartphone.
+ FSAs electronic news service is free and convenient.

Subscribe at:

hetpef wwewe fsausdagow/subscribe

GovDelivery

WSDA is anequal opporiunity provider and employes.

Farm Program Mews You Need.
Available When Yoo MNeed It

» Timely farm program news now available direct to your

email account or Smartphone.

+ FSAL electronic news service is free and convenient.

Subscribe at:

hetpefiwwwe fza usda. gow/subscribe
P GovDelivery,

USDA s an equal opportunity provider and employer.

Farm Program MNews You Need.
Available When You Need It

» Timely farm program news now available direct to your

email account or Smartphone.
+ FSAL electronic news service is free and convenient.
Subscribe at:

hetpefiwwwefsa usda gov/subscribe
P GovDelivery,

WSDA is anequal opporiunity provider and employes.

Farm Program Mews You Need.
Available When You Need It

» Timely farm program news now available direct to your
email account or Smartphone.

+ FSAs electronic news service is free and convenient.

Subscribe at:
httpe/wewe fsa usda. gov/subscribe

P4 GovDelivery,

USDA s an equal opportunity provider and employer.

Farm Program News You MNeed.
Available When Yoo Need Ii.

= Timely farm program news now available direct to youar
email account or Smartphomne.

= FSAk electronic news service is free and convenient.

Subscribe at:

hittp:/fwwwe fsa usdagow/subscribe

GovDelivery

'USDHA is am equal opporkmity provider and employer.

Farm Program News You Need.
Available When You Need It

» Timely farm program news now available direct to youar
email account or Smartphone.

= F5A% electronic news service is free and convenient.

Subscribe at:
hittp:/fwwwe fza usda gov/subscribe

GovDelivery

UISDIA is an equal opportundy provider and employer.

Farm Program News You Need.
Available When You Need It

» Timely farm program news now available direct to youar
email account or Smartphone.

= F5A% electronic news service is free and convenient.

Subscribe at:

hittp:/fwwwe fsa usda gov/subscribe
P GovDelivery

USDA is an equal opporiundy provider and employer.

Farm Program News You MNeed.
Acvrailable When You Need It

» Timely farm program news now available direct to your
email account or Smartphone.

= FEAk electronic news service is free and convenient.

Subscribe at:

http:/fwwwe fsa usda.gov/subscribe

=1 GovDelivery,

UISDIA is an equal opportundy provider and employer.

Farm Program MNews You Need.
Available When You MNeed It

» Timely farm program news now available direct to your

email account or Smartphone.
+ FEAx electronic news service is free and convenient.
Subscribe at:
httpefiwwwe fsa usda. gov/subscribe

GovDelivery

USDA &5 ani equal opportunity provider and emmployer.

Farm Program News You Need.
Available When You Need It.

» Timely farm program news now available direct to youar
email account or Smartphomne.
= FEAL electronic news service is free and convenient.
Subscribe at:
http:/fwww fsa usda.gov/subscribe

GovDelivery

UISIIA 85 an equal opportunsy provider and employer.
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Notice INFO-66
4 GovDelivery Marketing Materials (Continued)
C Legal-Sized Flyer

A legal-sized flyer was designed for display in high-traffic areas in the USDA Service
Center or elsewhere in the community where it can be easily seen by agricultural producers.

——— GovDelivery

Blactrens Mamn Sarnias

Farm Program News You Need.
Available When You Need It.

Farming and ranching is a 24/7 industry.
Now you can receive timely FSA
farm program information when

it’s convenient for you...

Up-to-the-minute federal farm program
information is now available direct to
your home or farm office email account or
smartphone. FSA’s GovDelivery electronic
news service is free and convenient.

Ask how you can subscribe to
GovDelivery today.

Or, subscribe online at:
http://www.fsa.usda.gov/subscribe

USDA is an equal epportunity provider and employer.
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Notice INFO-66
4 GovDelivery Marketing Materials (Continued)

D Letter-Sized Flyer

A letter-sized flyer has been developed to use as a handout for producers seeking more
information than is available on the business cards. The flyer can be used in the Service
Center and in the community where organizational partners are willing to help with
distribution. The following is an example of the letter-sized flyer that can be provided as a
handout.

LoDA GovDeliver

Elsxtrenic Newn Sarvice

y

Farm Program News You Need.
Available When You Need It.

Farming and ranching is a 24/7 industry...
Now you can receive timely FSA farm
program information when it’s convenient

Up-to-the-minute federal farm program
information is now available direct to
your home or farm office email account or
smartphone. FSA’s GovDelivery electronic
news service is free and convenient.

Ask how you can subscribe to
GovDelivery today.

Or, subscribe online at:

http://www.fsa.usda.gov/subscribe

USDA is an equal opportunity provider and employer.

E News Release

OEA will provide, as needed, news release, GovDelivery newsletter and bulletin, and Public
Service Announcement text and audio to assist State and County Offices with informing
news media, agricultural media, agricultural organization newsletters, and other interested
partners who may inform their members through print, e-mail, or web site distribution.
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Notice INFO-66
GovDelivery Marketing Materials (Continued)

F Postcards

A sheet with 4 postcards, front and back, has been developed for mailing to producers to
introduce them to GovDelivery. Postcards should be used sparingly and only when printing

and postage funds are sufficient.

The following is an example of the postcard that can be printed and sent to producers, as
needed.

Agriculture is a 24/7 industry. USDA

———

Now you can receive timely FSA |

farm program information when
it’s convenient for you...

« Timely farm program news now
available direct to your email account or
Smartphone.

« Help FSA conserve natural resources
and reduce taxpayer expense assoclated
with paper newsletter distribution.

« FSAL electronic news service is free and
convenient

Subscribe online at:
http://www.fsa.usda.gov/subscribe

50N 133 90931 0500RSS Ry 40 b T peowt o

Farm Program News You Need
Available When You Need It

[BE TODAY!
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Notice INFO-66

4 GovDelivery Marketing Materials (Continued)

G Countertop Tent Cards

9-10-14

A countertop tent card has been developed for display on counters and desks in public areas
in the USDA Service Center. One side of the tent addresses producers and encourages them
to speak with an FSA employee about signing up for GovDelivery. The other side of the tent
provides information for the FSA employee assisting the producer and provides steps to take
to help a producer sign up for GovDelivery. The following is an example of the countertop tent
card.

dddVd 9Z1S TVOITNO LNIdd

8vy sapwpdn

40f dn usig, ayj 1o Suiyo11d puv A0S Vpsn vSfMmm v 2315qam VST ay1 Sugisia £q
smou Jy81t uo1diosqns 21110439212 £124112(JA0D ¥ 34v3s uvd 1oL :15933ns osyy (¥
“uonewLIojul 12onpoid S1Y) 199[[09 01 LKOZ-AV W] FINO 5[] “[ENUIPYUOD d1e

pue ([IJ) UONRULIOJU] J[RYNIUIP] A[[EUOSIJ I SISSIIPPE [TRUI-D ISNBII( $ISSAIPPE
[Tew-2 Jo ISI| [eigoun, 10y)o 1o 39ays dn-udis, e doay jou o] HLON (€

‘Kauows puv aui1] Avs 0] saSVssau Jxaj puv [Ivui-a
14 surjagng pagppdn 12130 puv siagjajsman puas 0y Sutuuvyd aav g AN (T

ssajvpdn
puv s]Mau 211041333 aaninf 1of wiagsAs ayj ui ssaippv [wui-a amok 4ajud [ uv) se
‘uado prodar nduwrod 130 10 o[y SIS s 1eonpoad oy saey nok uaypy (T

SINIDS UI SISSIPPE [TRW-d IONPOIJ INUF/1II[0)D)
RIS DI [B20T 0] 2INPIdOI]

= GovDelivery

Electronic News Service

Attention Producers:

Sign up to receive free electronic FSA program news and
updates via email by visiting:

https://www.fsa.usda/gov/subscribe
-OR-
We can get you started today.

L USDA is an equal opportunity provider and employer. )

[EOLD HERE TO CREATE STAND)

PRINT ON LEGAL SIZE PAPER
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Notice INFO-66

Processing E-Mail Addresses From SCIMS

A Adding E-Mail Addresses to SCIMS

9-10-14

For the purpose of GovDelivery communications, County Offices will collect e-mail
addresses from producers using AD-2047 (Exhibit 1).

To alleviate some confusion between electronic communications through GovDelivery and
electronic communications through similar processes, such as MIDAS, County Offices must
note the following:

GovDelivery communication is generic in nature and distributed to groups in batches

MIDAS communication is specific to an operation or individual and is delivered to
individuals in single mailings

Note: MIDAS communications are separate and distinct from GovDelivery.

when the current AD-2047 is completed, the County Office must load the e-mail
addresses into SCIMS for the sole purpose of GovDelivery only

the electronic mail flag indicator does not impact GovDelivery in any way

Note: Do not check the electronic mail flag indicator for GovDelivery purposes.

AD-2047 must be completed for each producer who elects to participate in GovDelivery.

Except in extenuating circumstances and with approval from OEA, FSA employees must not
delete any subscribers from the GovDelivery system for any reason.

The following AD-2047 items must be completed.

Item Description
1A Producer’s name.

3 Producer’s e-mail address.

4 Check (v') “Yes” or “No”.

IF producers
check (¥v)... |THEN the producer will receive...

“Yes” both hard copy delivered by USPS and e-mailed GovDelivery
version.
“No” e-mailed GovDelivery version only.

Note: Producers who check “No” will continue to receive
letters about their individual operations and COC voting
ballots by USPS.
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Notice INFO-66

5 Processing E-Mail Addresses From SCIMS (Continued)

A Adding E-Mail Addresses to SCIMS (Continued)

9-10-14

Item Description

7 Check (v') “Other (Specify)” and write the statement, “Customer elects to
receive bulk mail correspondence electronically by GovDelivery.”

8A  |Enter producer’s name.

8B Producer’s signature.

Note: For GovDelivery purposes, FSA will adhere to 1-CM, paragraph 198 that
states that a signature is not required if an AD-2047 change is received
by phone.

8C Date producer signed AD-2047 or approval by phone received is required.

13A-13E |Not required to be completed by DD for GovDelivery.

Other AD-2047 items may also be completed if there are additional changes to the producer’s
personal information that needs to be recorded.

County Offices that receive a completed AD-2047 will update the SCIMS record to reflect
the changes made on AD-2047.

County Offices that already have established e-mail distribution lists must collect, from each
producer, a completed AD-2047 before the e-mail address can be entered into SCIMS.
County Offices will input all collected e-mail addresses into SCIMS, but will not add them
individually into GovDelivery.

E-mail addresses are protected information under FOIA and the Privacy Act, and as such,
FSA and GovDelivery will not share e-mail addresses with any outside source and will
strictly follow FOIA and Privacy Act protocols.

e Effective immediately, County Offices must no longer maintain e-mail addresses or
communicate with producers using Microsoft Outlook e-mail distribution lists as FSA
has no way to ensure the protection of producer e-mail addresses or related information.

e GovDelivery contracts solely with Government entities and has established every
possible safeguard to ensure that subscriber e-mails are protected to the extent possible.

e Until further notice, FSA must not share the monthly SCIMS email databases with any
entity outside of FSA, including other USDA agencies, as no MOU’s currently exist that
allow FSA to share these databases. Requests for databases (monthly queries) must be
processed following FOIA and Privacy Act protocols.
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Notice INFO-66

5 Processing E-Mail Addresses From SCIMS (Continued)

B

9-10-14

Importing SCIMS E-Mail Addresses Into GovDelivery

Each month, the National Office will upload to the OEA GovDelivery SharePoint site, an
Excel database by State and county of e-mail addresses added to SCIMS. This database will
be uploaded on or around the 15th of each month.

Only GovDelivery group and primary topic administrators of record will be authorized
access to the OEA GovDelivery SharePoint site.

For each monthly SCIMS e-mail database upload to the OEA SharePoint site, topic
administrators will download the database, filter the spreadsheet by State and county code,
and import the e-mail addresses into GovDelivery. Detailed instructions on how to complete
this function can be found in the OEA GovDelivery SharePoint site in the GovDelivery User
Guide.

The welcome e-mail will be sent immediately following the SCIMS e-mail download to all

e-mail addresses since the last welcome e-mail was sent. See detailed instructions in the
GovDelivery User Guide located on the OEA SharePoint site under “GovDelivery”.
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Notice INFO-66 Exhibit 1

Example of AD-2047

This form is available electronically. Form Approved — OMB No. 0560-0265
AD-2047 U.S. DEPARTMENT OF AGRICULTURE
(10-24-13) Farm Service Agency

Rural Development
Natural Resources Conservation Service

CUSTOMER DATA WORKSHEET REQUEST FOR SCIMS RECORD CHANGE

(FOR INTERNAL USE ONLY)
(See Page 2 for Privacy Act and Paperwork Reduction Act Statements)

PART A — CUSTOMER INFORMATION

1A. Customer’s Full Legal Name or Business Name 1B. Customer or Business Address (Including Zip Code)
1C. Home Telephone Number (Area Code) 1D. Business Telephone Number (Area Code) 1E. Other Telephone Number (Area Code)
2. SSN or Tax ID Number (9 Digits) 3. E-Mail Address
4A. Does the customer want to receive mail by 4B. Does the customer want to receive 4C. Does the customer want to receive
USPS? e-mails via GovDelivery? Sensitive Producer or Farm Specific
related emails?
[ ] ves []nNo [ ] ves []no [ ]vEs []no
5. Producer is Customer of One or More of the Following Agencies. (Check Appropriate Agency(ies) below.)
[] Fsa [] rD [ ] NRcs [ ] Not Participating
6. Is the Customer a Multi-County Producer? D YES (If “YES,” list States and/or Counties below) D NO

7. Reason for Request (Check appropriate box(es) below:)
D New Producer D Address Change D Telephone Change |:| Sale/Purchase l:l Life Event

[] other (Specify):

8. Enter the name of the customer requesting the record change(s). If documentation is received by Fax or from a trusted source (i.e., USPS), attach
documentation to this form. Only Part A, Item 1A and Part B shall be completed. If the request was received by telephone, complete applicable
blocks necessary to document the change(s) and enter the requestor's name in Item 8A. Requestor’s signature is not required. (The only time the
customer is required to sign Item 8B is when they are physically at a Service Center and providing FSA with applicable information.)

8A. Name of Customer Requesting Change 8B. Signature 8C. Date of Record Change

(MM-DD-YYYY)

PART B — SERVICE CENTER ACTION

9A. Agency Who Received Request: 9B. Initials of Employee Receiving 9C. Date Service Center Employee Received
(Check one below) Request (If Different than Item 12A) the Request (VM-DD-YYYY)

[Jrsa [ JnNrRcs []RD

10. How the Request for Change was Received:

DOfﬁce Visit DTeIephone |:| FAX D USPS D Other (Specify):
11. Remarks if Applicable:

12A. Signature of Employee Updating SCIMS if not initialed in Item 9B. 12B. Date Service Center Employee Updating SCIMS (MM-DD-YYYY)

FOR DISTRICT DIRECTOR/AREA CONSERVATIONIST USE ONLY. (OPTIONAL)

13A. | concur/do not concur the above items have been properly updated. |:| Concur l:] Do Not Concur
13B. Name of District Director/Area Conservationist for Spot Check 13C. Signature of District Director/Area Conservationist for Spot Check
13D. Title 13E. Date (MM-DD-YYYY)

9-10-14 Page 1



